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INTRODUCTION 


A. PURPOSE 

•"•otiT. record. 

„ . ' pr * 0t i®* 8 1* baale to efficient 

eorreepondeuoe adnlnl.trat Ion . Onlfornitr cro- 

^_ l,1 »? K «« r8 tandln g In toe^ctonl 

fc^„^r > °* 1,,r * 8 “ d thus a P® < » ds Pro- 

float ion. Iftilforaltj mmna ctiltr and faatar r#c*ll 

throo « h *** effective per son- 

23 1 Th# P ° rpo ** of thl* Hand boo kl, 

hLS^ of’^ ” llfor * lty *» «*» J^aparatlon m3 
twndlln* of Agency Maorandia* and latter*. 

B. SCOPE 

of a 1^° ^ ° ° T8r, - opl y — «-and«. and l.tt.r, 

are prorldadln 

tn>*a of*™ ** r „ V B ** n ^** lon a for thaaa apsolal 
tyP * 3 °f C «T— poodanoa are lisued by th. Agency 

SS SSSn,ag J«a -2— *^2 

-^YgSSr 2s rs^risrsrsss 

Sr^JT—* R *° or ‘ 1 * *na*<»ant Offioer? 
IhLiS'h!*^ ah *^;* rort.iooa to th« Handbook 

r "i~“ d analyst* tHST 

*• «. 5TES5.152^g.S.lssS "* ““ 

c. pcsmat 

In thP > ILldi , Sf 1 w 1 ?* thl * H * adbook •>*■ b»en arranged 

“ * ould b* oon*idered ’ by the*” 

SitlLTo^ ; ^ " P * rt " !• followed^ llln*_ 
tent -V^iLS- *“ d format* described in the 

E2ti2*.?SS£.“ - 1 °°“ »•* «■» “ «u2 
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NIT I 


nknration of mmumum 


C« C*plaa lifilr^ 

u Caplaa aA—14 kapt ta • aialaaa* TAa affltlal ra**rf a*py 
•4 m 1 4 Aa praparaf m yallaw t !*•••• Oaaarally, prpparatl — »l II 4*i 

trl|la«f i«rmn 

TImw a a a r taay aaplaa (m • —— •try) 

Tallav TImm — yall— «r affialal riaarA aapy 

44 It* T I ••»•• far 


tl 


•I— ar 


I. NfluVwt an«|| 
faat MfT pNNWi 

ptrilNUr affla* awt 4* 
npniMtlM autr* 


lafar-tl— 

Jlaatl- afflaar(a) 

~(t— If ll|Mr |« Ml, mu «r m) 

—•ay Mtftiltatl Nfll *• Mtmiry far UUml 
4latrl4all- 


fagl at I aapy far arlpi— tar 


M«*My M r^ar—aaf 4y 
| far f a m a rf lap Mtol4 14* 
4y typrltir, ar aa • ■— IttltA* 
rafara—a aay 4a rapra f aaaf ar tyH* 


\ •• Nt*Im 


taat fl«a4 


laj^pMia 


I ar la— a y latiar t — I . aat tAa I aft aarpla *f t4a 

r4 NMCt*. Alt— at la— t aaa 1-4 far tfc* 

aarpla at t4a Halt al4a aa4 at tAa — It— af 14a Hf* -rfl - - ••*- 
a— Slap — m aill aarraapaaO altft —aaa af —a flrat papa* Typlap will 
4— la t— ar t—lva I la— fr— —a tap af tAa papa* 


T4a fata will 4a I aft Ala- — - tAa -a ar— a la t# 4a alaa—la 
a aa tA a r affl— , ar a4— It la aat ta 4a ilia— tAa lay It la tap af. 

If tAa fata la i-l*4a4, typa It flaa4 «HA t4a HpAt aarala a— at 
•I— 1 1 aaa fr— tAa tap af tAa papa. TAa — ta aay 4a altW tv— 4 ar 
•ta— *4* It la — pra—a 4 la tAa fallaal— aa— aa— • 4ay, a— 14, aa4 
yaar— — JO ia ra- ar ijt*. 


F, Praparatl— 


U — —las lattarA— 4 ar pi ala 4—4, tAa *Aa la ataaa4 
lap ta tAa la— 14 af tAa fla- altA tAa rlpAt aarfta, if 

It la ta Aa aataraf. flap'll— a «Val— tAa 4jta llaa tAa A*a4la«a 
mPANOua FOP, mtmn (af i— n pr lata), ATTOrTloa (— aaprapriata}, 

I OBJECT , a*4 MFfMA0C(a; aratypaP la aapa. fla- altA tAa ItHar- 
• la. TAa a44raaa— , tAa aaAJaai aa4 tAa rafara—a Ha— art 4— ai la I 
•paa pltA initial aapa t— IIb— apart* Aa aaaapla fall*— 


A 
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-at ion of itomorandums 


Part I 




MMOPAKDUM FOR: Deputy Director for Support 
THROUGH Director of Logistics 

g m j j g j Request* for Additional gpaee^lleadquarters 


SUBJ1CT 


(a) i® 45-Bg dtd 1 Apr# 62 

(b) HR **5-6* dtd 9 May 62 


>r 

r 


2 A «r if nay b« prepared for *»ltlple *ddr «.«•••. The u»e 

of multiple lUrtMM memorandum i(eno^(**dtominlJilxepreparatlon 
0 f individual correspondence . ^a-addaassaas aae lAaeeS nimnni 


N1RAHTI* FOR: Director of Finance 

Director of Personnel 
Director of Logistics 


0UBJJCT Space Allocation for the Office of 


* If there is not enough space for the nines of the addressees^ ^ 
"( M llat below:" end lUt the eddmeaaeeea flweh with left margin 
w!,_ *V. .Ml. „#• tx. .mine official or the attachment!. 


j^4 


tvne "sea list below:" ana — ’ . - . 

twcT spaces below the tills of the signing official or the attachments. 

SMHPle: 


Official's Hame 
Director of «^e— am 4eet 1 f> 
Result 


Addressees 

Director of taeapMR: 
Director of Personnel 
Director of Logistics 


l». If the lilt of aoltlple addreaaeea 1» extenelwe end epece et the 
•ad of the correspondence 1. United, the Ueting n»y be aed* on » .ep- 
irate page properly identified* 


5 The format for • (peed letter 1* preprinted. The content* of 
thla fora nay be typed or handwritten. It 1» need for informal, Internal 
aorreapondence. 


0. Body of Maaorandum 


i tefftn the body of a wm awpandiM four lines below the subject line 
une Paragraphs are watered sad single spaced unless there 
T. w££u «Uht llnaa or la«K If the 1. 

two or more paragraphs in length j primarxjMQgfS^s ars ^ . 

_ a* uiiv ^Ka ivehii* niMsMiia* %^mHflwmnhs art Identified 


censecutivsly, with the Arabic mwarals^ 
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Pit 






Preparation of Mctoor andums 

♦ — — — — ^ 4%* 

alphabetically and mnerlcally. The pattarn for paragraph*^ 

l&SShl, ~ ******* * 

(•/ 

^ irr"') 

2. On a — — ^ 

tppro^^ ^ra::i«%rf.f~dat T 

~f inc?i«d Sr in the opening paraph or in aub.e^uent 
paragraph* which must be specified. 

When the .errand* conta^a a ^cc^ndation^or^approval, 

2S-1 copies below the al^ture: 

r^nr^ ssssxn OT*» 

be provided.^ 

Short Ration, of le^ £e°in£n£? bS' 1 , " 

££ S£ S^Ten “S -Sin-X quotation ' 

Succeeding Pages 


3. 


U. 


H. 


1. 


2. 


3. 


kk~sk s» Jt^srsa srr^srs ss 

page. 

Bagin the body of the ne^rand* ten or twelve lined fro. the top 
of the page. 

HOMO <■» ■<■”•”“ r,“.S S' 

rcsi s.'ss stfrrsrA. « - 

signature . 

^Authorl^) Line 

r^^^dline)(isused only when the individual signing the 
the cca*«nd linens u»c .„*hr»ritv to do so for a higher 

■Morandia has been d ® 1 *****^ tvoed in cape two li nss below the 
official. The cca«nd line ii ty^d In ap^t by a 

laat line of the text fluah with t he left.y* 1 ?;. 11 ^ / 

colon (e.g., MR ™ WMCW« * Irfifu O 


i 
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Preparation or II ■ 


I. Signature and Title 

llie signer's name and title are typed five lines below the last line 
of the text or the command line. The name is typed in initial caps, 
except for * * : u. 4e*> MM**s to the right of the center of 

the page. The tTH^U Mtttetwd ou * . .. :jc*4 below and typed in 
initial caps only. The title may hi placed on two lines to achieve 
the best appearance. Example: 


Jo— ph J. Jo — ph 
Chief, Appropriate 
Dtvteton or Staff 


Attachments 


Type “Att” flush with the left margin two spaces below the 
signature. If more than one attachment, use “Atta” preceded by the 
number. The attachment Identification information will be listed 
immediately below the void “Att" Example: 

S Att* 

Att 1: Salary Chart (leys) 

Att 3: Retirement Pamphlet (ley) 

L. Separata Cover 

When material is to be sent under separate cover, type ‘‘Separate 
Cover" flush with the left margin two lines below the signature tine. 
Beginning on the next line, list all Hems to be sent. Example 

S Separate Cover 

Att 1 Blueprint! of Bldg. X (3eya> 

Att 2 Contract tor electrical chans— (4cysi 
Att S: List of Squip—ent (icy) 


ML Distribution of Copter 

1. When it is de si rable to huSleate to an addressee that other 
persons or agencies are to receive copies, type tower case “cc” flush 
with the left margin p*o lines below the last typed line. List the 
recipients. Example: 


cc The Secretary a 
The Secretary q 

2. Type the dttribj 
to be retained in the* 


Army 

of the original and all copies only cm copies 
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nmmm s ,mmmm 


|» Typa tka ward, te Mm Nlf« tka iaat t ypad 

Mm af tka mm rtim, !•«., tka il|nW«i iHMlMato, »t«. *a~ 
l«t Mat tka ariflMl aad aaplaa mi 

(itiriMiMi 

trig I I — H»mii 

1 — 01 a (fallm affidial r a m rl aapy) 

2 — aot , 

* — as rapatrad 
l« Idaatlflaatlaa af OriplMtor 

U Tka idaatiffaatiaa aka II aaa»t«t af lk« ayakal far tka arlgi - 
aailag afflca, tk* arltar'a R*ai, Ik* twill'* Ultttia, a*4 Ik* k*l* 

Ik* a**n*fw waa p ra para d. Tka Ikaatlfiaattaa la ta ka typad aaly ea 
aaplaa ratalaad la tka daaaay, ak4 ta ka ftaak wttk tka laft aarple 
twa spacaa kata* tka Iaat typad llaa la tka fallawtag aam art 

04 - J. Jo*«pfe i U{2 Mav IJ*}) 

2« Pkaa tka arlflaatar faata MM dfaawaaiaa my ka aaaaaaary kafara 
tka aaaartadwa la alpaad, kla talapakaaa aaaka r aay ka ak am laaadlataly 
aftar tka tjrpl at * a Initials a a par at ad by a diapaaal {/ 2>*5)* 

t« kafaaaa 6(a*alfU*Ma«t aad Caatral Hark I Ufa 

U * If tka aaaar*adaa aaatalaa alaaalfiad lafarattlaa, tka p rapar daftast 
alaaalflaatlaa will ka ataap* 4 at tka oaatar tap a ad kattaa af aaak papa. 

2* ktkar ladlaatart* aaak aa trawp I, ar mralapa akall ka ataapad at tka 
kattaa af tka flrat papa af all aaplaa* 

2. C a a a ar r a ac a 


MfMam nil lit : 


kkaa eaararriaaia art aaadad, apaaltl e*aaa rr aa tn llaaa will ka prt- 
vldad* Tkaaa ait I ka akawa ky tyatap aaaa arr a aa a tlpak wltfc tka laft 
aarpla f aar llaaa katav tka ilmnr* Ilka, ta tka ripkt af tka aaa- 
aarraaaa alpaatart, typo a aatld Ilka far Ik# tilt* Cw aapla* 

. . .. , § it a * a 


NMMfMCi 
llraatar a/ ^ a rt a a aal 


yTF M T y " * " riap T » Tn 


01 liwaa } 


•fflalkl’t 
•Iraatar af laaartty 



jM * * . ■■ » * *• * ft «*''*% * P 
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Part I 


Q. Coordination 

1. The originator of a aemorandtss will determine the 
extent of coordination required, consistent with geographic , 
operational » and support considerations. 

2. Coordinating officers, within their spheres of respon- 
sibility, will determine whether a memorandum is consistent 
with approved plans, policies, atyi procedures Coordinators 
will sign the (yellow) official record copy. 

R. Release 

When established by internal component or other iaenoy 
requirements, of osKreepondenoe will be o ed 

h? * 'r, ?f , I implies approval 

of the oonteats of the memorandum as authority haring pri- 
mary jurisdiction over the subject concerned. To indicate 
release to the signer the orginator should lntlal the (yellow) 
official record copy near the Identification line (see Para. 

H above). Other official releaseindloatlons will be specified 
locally. 

S. Memorandum of Conversation 

When reporting conversations the Memorandum of Conversation, 
Form 1132 or a Memorandum fear the Record, Form * r > r u should be 
used. An original and one copy will be forwarded to the office 
of the Director. In addition, a three sentence summary will be 
prepared and forwarded to the Director's office immediately after 
Important conversations or meltings. 

Consult HR 70-7 for use of memorandums ; see EXHIBITS 3 an i 4 
for proper procedures in the preparation of these forms. 

T. 3taff Studies 

The basic format for staff studies is: 

I. Statement of the Problem 

II. Background 

III. Discussion 
17. Conclusions 
7. Recommendations 


t* $ _ 

- *<> «-«»•* * • • * 
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Part I 


Preparation of Memorandums 


U. Memorandum Processing 

1. After a memorandum has been released, dated, and if 
necessary, reproduced by the appropriate office, it will 
be assembled in the following order and forwarded: 

a. Copies for the addressee 

b. Copies to be sent to information addressees 

c. (Yellow) official record copy 

d. Headquarters file copies 

2 . Attachments forwarded with the manorandum, either to 
the action addressee or to information addressees, should 
be firmly attached to the appropriate copy of the memoran- 
dum $see Correspondence Handbook, Part®, Assembling 
Memorandums for Forwarding) . 



M 

9 


.£ 

% 
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latjaat* 


•Iraatar tf Traiafaf 
4arr aapaa4aaaa Tral»i*f m*ml 


,l« iNMl 4 1 Mi «•*•!«*• i«4l*ata that ataaafraffcar* 
««! IaUIi fiMf It lifflaatf U 4aiara!»« 4<« t# at*. 
UtUrWl ar fUi» 8««4 aUiftaary te t§« prapar*ti#*i 
®f MWrtMtaH. 

I* t iMr» n» f lafartti «arra»p aapAt» a« aay N prt- 
aara4 m altfear far* a# tlatlwwy. •*!«* Hi* iapmty 
illtatar lata! aitiiar fara I* prapar* Latt«r§aa4 


•HAlaaary aay fca aa#4 far aarr«aao&4»ae» abarc that 
lava I «o4 far iafaraal eaMsaaiaatiaaa ia *. aaaataraari 
la aaatkar ipMttv A abaak af fart I * farm,, s» »«■*«% ; 
•ttal I a»ary<* aft I §14 tba typiat la aataetibg 'at# prap*f 
ttailaaary* tin, tk* arlkar mj antraaa a arafaraaaa 
far a parllaatar af atfttfaaary l» «arf*t* taaUaaaa 

3* It Is aaifiSp^ 


terns tafaraatfaa m4 Is*? Ill* 


irlf ft I 


typt ilfjftlatit* an arl|latf §§4 #*art#af 


lease 2001/OSffiif? CIA-RDP74-00005R000200080065-4 

% r: ,«? , *. •; . , , . 
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i or of foonfm* 


1M±~± 


EXM till 2 


Cf ffTRAL IKTCLLIOUCC AfiENCY 
i rig tan , 0.0. 20505 


(4at« signed) 


y£aC*AK0U5i FOki Dapoty Ckiaf of kata I Oparat ! ont , Air 
Dapartaant of tka ktry 


SJBJfCT 


im4m Format 



U fkia It m t*aap** of * Maara*4-a a44r««»ad 
o*ta!«a tkt * 4 —j prep* *4 Ur ik* elf**! are of tka 
41 racier af a dtvlsioa ar staff. 

2. Tka typist will ft ft* w orI|l*al*»4 co«r- 
iaoy off, If s 0IA Letterfcead 

fZ 1 *? 1 *^***",*^'" tu— cff fsr tk. offieUI 
racerd copy) *04 -MU tlaaaae for aey.*HtM*IUUr- 
M ttd pirtoM • Tka or I floater akaeld detaraiee tka 41*- 
tr i kat I on of **y aatra aapiea. 

j, Uateea leatreeted etfcarelae, a* asalaeaifled 
aiMMAdn My ke aeclaaad I* t plot* M-olopo. If »• 
corrMMn4HC« it cl***ifl*4, IMIctit tka cesp at* ad- 
nata, tk« room »Mbr (m t tMtrtlt **"• 1 ' » *** 

| U «r toy* I Opt *k*al4 CMttlt tilt ttM cltMlfU.tlM M 

tli decreet* Ikon ttttck a eaarlar receipt, Fere 240. 
RhMit also U Incled* a deeeaaat racalpt, fw^ fcl 5, 
if appr epriitt, do not aaai tha ar*<at*p*(*)* 

l iT THE DircCTO* OF OEkTRAL IKTElUSENCEt 


SI faatar* 
Tills 


D T * tr ! I tti 
Or ’2 o I - Ada* 

I « official raeard ctpy 
I - at repaired 


(Type dlatrlkvtlaft only oo capita far CIA) 
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MK..L 


jgfPAfiinny re 


exhibit 3 


CEST3AL INTELLIGENCE AGENCT 
MEMORANDUM OF conversation 



f 


SUBJECT. 

PART fCf RANTS* 


DATE* Actual date of 

COftvtri||| or 


E^*r th# topic diacuaatd. If ao r# then on# 
*** colored, each ahould h# Hated. 


Procedure* concerting eeletaaeac* cf 
*PP*y in Hating the participant*. 


■ •cur j ty 


COPIES TOi 


Meed-te-«no« principle mmi apply. 


I# 


2. 


3. 


ItiMteS.'jJ? U ••wereatlene with Jndluidu- 

* outaiOe the Agency, The fere need not he need If th« 

‘riTlItimi* ! Ptr !,° f U * • l * utM af * -••ting! reported 

If the Director or Deputy Director of Ceetral I ntel 1 1 pence He e 
■ert. the original end ell ceplee ere euheitted to the 
; lVr epprovel ef the eehetence and the distrfbutior, 

«nc*» Munor ancu a of Conueraatien will an to th# anpreoriate 

* 0 .p«t r Shi.f ,f t». l Jt.H 

*1 iVu;;;::.”” j * lr ,,r ‘ p,>ro ** , “>• •»« 

inW h 7 !' , r , J* ftC ! *r Mr y» <*«• *PK*pri«te, should be prepared 
end d,e p *tch«d to the tddreeeena' efflee leeedleteiy afterthe 
•eetinp or conuereetien, particularly ef theee which ear deter- 

sir ~ * ,ck *- ,J * j? 



forp no 1132 
I fnb 57 


C 1 1-23-36 ) 

1 


fre'ryjL • X" r /O^" 


• * * * ^ ft ^ ft A j® sf’ 4 «*• jT .. j*. » ^ ^ ^ „ # 
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MCFAAAT j ONQf NEMMA NOW© 


. 1 - 


CXMISIT 3 COWT. 


4. • *#oor»n4«a !• I** «r tkw »** P*8 P**I* 

lAitl good for tH« fl^ecpaitat pAg«i, Bo*U M*>e.-Ug «i U 
tfcc *o«:©rt<i pogo. 


j 

j 


S! motor* 

ft tt« 


Tfco co*to|*od !» p*r»jrAph 4 l» app'©*ol. 


“TOirTMTiS 

•Iroetor of Copiroi l»4«lll|W« 


9!«trlbutlom . . » 

Or Ij i I ' 0r|«(Mt«r (DC * or DOC I *©" oppropHoto) 
I - m, ^(yotfow official rooord copy) 

? < 90S ” 

I - oo roqolro* 

OS — J. Joooot t#(4oto) 


IV 


(Siotrlfcotloa ofco*n »« orlglMt ud opproool papK* *•**•) 
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cnisir 4 


elwifliitiM 


KEKCRAUDUM FCX-TKS SECcf.D 


with xxx 


15 Fokrotry IJiJ 




U A Iwortad— for tko Xooord wilt to pr tpo r od to roe ord Ugrtwi 
•wwM tlw>i dot*, or tmti wtoo mo of Foro IIJI or othor frai 
of roeord «r« oot tMiwItU. 


X* Idkow OMo r aody cmcitm i lUt tko partlil^Mti* 


otoo , Mt« If «ay mU»» It mcwi try or If My eooMlttoooto «n 


5* Ideotl.fleotlM oyakols of tto # r g ..^w<H lie lodleoted mm 


tto w fh tko ilptt>< 4 of tko tlgnltg offUltl It mi tilt MM. 


*• Oiotrlkortleo of oil cop I os will 4# okoM m ike" oH|ietl Md til 


top too* Tilt triglot! tn 4 mo eopy wilt ke f o o t er do d to Ike Chi of or 


tipoty Cklef of tko roopootifo oUUIm or Stiff* 


% It lo to to oood prlaeHJy to ooto pk oto tip* tod offloo vlolto 


o o o e orofog Utnloo, prekJoN, |of«lr|oo, oio. 


mngqpcs 


ooiof, tpp ro p r loto 


lot ap t i* Jo o opt 
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MAT I ON or 


(*** fill** ia) 


mCS LETTCN 


To*t* 

Haply N a ga aatad j Corroat Nat* 

/* ! - '•aff-- 


Ta • 0 /Uf 


Pna « Mill, Roearda DIvIiIm 


Atta • 0tr€xoc«t Iv* Off i c*r . 


Tfc* Spaad LaMar aa%|a aaad far lafaraal aarraaaaa- 
daaca Vitkin aa off r.-*#' Jaipy la rataiaad by ilia ariglna- 
tarftM go forward. If a Maty ia aaaaaiad, tka r — p aad ar 
aafca* th* reply aa ilM lavar Half of tka faro. Ho kaaps aaa 
aady for HI* f I la aad aaada tka ariglaal took. Ukan tka 
anginal ia received* ft* aaa p aaa* copy aay ba daatrayad. 


-r T> -n 


igaatara 




oa- ■> 
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CCKIUSPONDgNCE HANDBOOK 


PART II 
PREPARATION 

or i. 

* 

LETTERS 

■4t. 

¥• 
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Pikpakation o r Linns 


Past II 


A. General 

Letter* are uoad for MRwpondmce'wtth addrameca outoide the 
«o*emment and (or formal eomapoodenee with nd»m i« of gorera- 

ment Me nclaa. The letter format will be ueed for correspondence 
Sd—ressed to: 

^Oth« | « ew> Bm ent Mode er their ethk eaeept when Informal!* 
Private individuals ant organ!— Item 


1. Agency letter* are prepared on letterhead or plain bond paper. 
Three type* of letterhead tie available: 

a. CIA Letterhead — ad for tetter* —at a ate i ta ttw Agtncy. (EXHIBIT I) 
Ik. GU Letterhead *p«jioftt. Djwctor, for tetter, raftering denature 


* “ ** -fn * u,re 
4^1w»ufw #< * th# ***** Dl-olari ter tetters iwwlrteg 

fm^rt 3). * : 1 ‘ v "* : ' ‘ Jllar, 

follow*-** ” ********** **" ***** or % lnias will be prepared a* 

a. Letterhead- U ooum to mn—po p d with the above for eoarteey copies 

b. Plain ‘‘Lettorex" t tee— for extra « pf n 

c. Yellow "Letterex” tteeee tor too Write record copy. 

d. Pink, blue, and green “Letter** Uao— for special or chrono file copies 

C. W inter of Gaptoe 


Oourteoy coptoe of letters wlH be prepared at follows 
1 Letterhead tte—e — eoarteey oopy to aeeaag— ny the c 
1 white Use— -infer— atton oopy. tf neeo— ary 

1 yellow tissue -oOetaJ rooord copy 
I white tea- —If ttgalag ettdal £r> , t . , r 

1 white Uaaoe —if > < — (» .» » — + . . 


the original. 


deputies. 


The finished letter should have a well-balanced appearance. Allow 
at least one inch for the left, right, and bottom margins. 

oumg von sn» maQou 


Letter Length 


Side Margins 


WORT, ap to • Bn— 1H to r (IB 


Bpoco for Text 


wdium, t-st an- i«m- os to > f m- cn-n 

UNCO. IS Bn— and ap 1- (IS spaces*; l • 

1 <tHpac-» 


• ; i « 


t to « • m to 
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ron w f w nL use onu 


Past II 


Piifmatow or Lrr 


*. Date 

Uttert will be dated when signed. whan the date is to be in- 

** *» ** belpw the last line of the address In 

Uve letterhead, depending on the length of the letter. Type the 
date to end flush with the right margin. The date Is expswaed by 
■ day. month, and year without punctuation — IS February 

P. ftsforeact Lines 

l. I f nrference llnes are needed, type "In reply refer to." In the 

tW ° * f * C “ bek " r line, immedi- 

Ately below, type the reference symbol 

* the addressee’s reference is to be in cl u ded, type “Your refer- 

two the date lint or two spaces below sender s 

reference, canque s 


a 


S June l'W 

In reply refer to: 

SB -M4MI3 

Tour reference: 

Per M|t — A 


„ J"* “ **“ J** 2 M » ln - Wiwtaiately 14 lines from 

the top of the pege. 8ee Part T on "Forms of Address" for proper 
titles, salutations, and complimentary close. Single space thesd- 
drees and arrange it in block style. No line of an address should 
"® * tu *® than four Inches. When run -over lines are required. Indent 
*P*®oa from the left margin. Umit the addres s to four line*. 


Mr. John L. Rom 
Chairman, Qsotocteal 
Association of ths United Mates 
BUUnss, Montana (SIP Cod# Number} 

H. Attention Use 


An “Attention" Un * thouUL be 
“Attention’* two lines below the 


When it is 
block style. 


used, type 


Place the salutation two lines below the address or ths •ttmtkm 
line when It is used. Type the salutation flush with the left margin 
followed by a colon. The salutation is directed to* the addressee of 
the letter, not to the person nama4| }h the "Attention” Une. 



HMD* 
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X At $ , A Ok A m a. m 







•P • ce> - T* 1 * offlclal’* name and title are typed in initial cape 
Example: 

Sincerely, 

* Richard Helms 
Director 

* Director's name Is typed In all cape oojraeffic i an* " * * 

N. Enclosures 

1. If an enclosure is identified in the text, type the word, “En- 
closure,” flush with the left margin, two lines below the signer’s title 
If more than one enclosure, use plural form and number. 

2. If an enclosure is not identified in the text, type “Enclosure” 
flush with the left margin, two lines below the signer’s tltfe Im- 
mediately below, indent two spaces and list each enclosure by tide 
or in as few words as needed to identify the material. 

3. When material is to be sent under separate cover, type ‘‘Sep- 
arate Cover” flush with the left margin, two lines below the signer’s 
title or any ‘‘Enclosure” notation. List the n*aterial, even though 
identified in the text, and send material |si 

r-rw i; ’giarate oarer. 7 }m • 


Distribution 

When copies of a letter are sent to persotflj 
indicate by typing “cc” flush with the iffl 
the preceding notation. List the names, a 
distribution of the original and all tuples ti 
the word, ‘‘Distribution ,” only oty copies! 
Immediately below, list the original and eU 

cc: Director. Bureau of the Bu^Kal V 

District Government \ 

Distribution : ' 

Original ft 1 — Addra^e 

a--. ■ 

1 —99 *ytUow official record 


(fcher than the addressee, 
iuurgin, two lines below 
t below the other. The 
fbown separately under 

r d in the Agency. 
Example: 


Identification of Originating ORec 

The /Official symbol of the originating o 
name /oi the originating officer, the initia 
date er preparation will be typed at the lei 
the last typed line of the distribution. Th 
bong only. They never appear on the or 
(or copies). Example: 

Ot : RHLchm&n : dd < date > 


t nitials and last 
typist, and the 
gttitwo lines below 
e typed on the car- 
ahd courtesy copy 
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«n wnom. udi ohw - 


Part II 


Prktaratiow or Lkt t krs — — — 

Q. Classification 

ns decontrol markings are rt " n P' d ln 

Dfcl _ 1 * . •M'tiriiv mutation HR 10-23. 

accordance with current Agency security regu 

R. Special Postal Service 

Instructions for mailing, such a. AIRMAIL, fwo 

STEKSK5W -UTiS e^mpic-AIRMAIU- 
SPECIAL DELIVERY. 

s. Typing Hsa aur s — n ts 

Spaaing, both horlsoctal and ysrtioaljlo oftan 
inSoatad in t*r»s of inohes. Tha following tabl. 
«mrewta laohee into corre s ponding typing ****+■ 
■ontsx 

kroM tha Psgo 


Inches 

l i/4 
iiA 
1 3/4 


Ihohas 

l/T. 


lypinE 

a 13 
. 15 
a IS 


(Approx.) 

Hits 

12 

15 

IB 

21 


Down tbs Pago 


♦ i • # 


: 

. — 5 

:• 

2 

^ 

T. Tba Halted Stataa Qoranment 'Bnaineaa Inttar 

aiaplirisd A -liSution and closing would 

aaluUt^ nnd olosdng^ “ t lg 

ba included in a tl _, tmmr indenta- 

this style saeaa actual, typing -iMnlified in de- 

mons nUded, fixad left nargin,.and simplified in a. 

,ign. (3KB EXHIBIT 10). 


ron Minimi iff ww- 


m 
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Pbkfakatioii or 


Pait II 


BXBIMT 2 
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Part II 


mt»iT 4 

•**!• tpaaad ltM4N Uttar 


« 


I J tmmry tjf* 

Tilt Qorraapaadanca Aaaaaiatian 

13 2 Main Str««t 

•aatan, Saaaachwatta Oglg} 

HttiiiMi Mr, J, ft. Jmm 

finfttlanafU 

Mara la an w wplt of a ana-paragraph Uttar af 
faaar than 10 llaaa. tida aaryiaa for Uttara of thla 
fanflth vary fra« l| inches ta 2 laches; hence the liras 

•ay vary froa 48 to 6l typing apacaa. Tha body i* 

> * » « 

daahle spaced^ pert-* ' t*i ittsar are aiagia 

* *, 

•paced, with dash I a apaaaa hataaaa tha llaaa* 

tiacaraly yaara* 


OtgrlN •« taith 
•Iraatgr, Oerrae panda aee 

Olvlalw 

taalMm «*> 

talented Uhl tad Stataa lot Iff ea t 
Pat 1 1 cations, Iff), Ha* 


1 


'*um ■* .Approved For Release 20011^^ :^ 


>74-00005R000200080065-4 

M ' '* g&r' “4 - 







Approved For Release 2001/07/12 : CIA-RDP74-00005R000200080065-4 
Pfrrt II Prepar ation of Lfitiars. _ 

ixstitr $ 

ItiaM UtUr fimt 


! 


f 


5 torch 1*9 


ilM tory Salih 

Natl tat! RewrCM Caaaltlla* 

tfftsMagUftf OeC c (*Sp ceMj 

Ota* Hitt Stiihs 

Tkli nkm * It a ftldt tt tian4trd praetleta It 
Agtncy tor rtaptnd tact. Thatt praetleta, as* tab lad by 
»a*« tf ibt At tacy's bttt ttobalci aea, fSft bftacy 
Uttaca t taifara and dhsiiaeitvs abaractsr. 

Tbt Habtoath It dtvUM I tit as* am l p*rti 0 Tbt f!rtt 
halpa ysu tt pmptr* atrm tp ta dtn et arlttau frta parts* *• 
parte*. It csatalaa liftreatlot m tatoraaduaa* Tbt §t«~ 
ond part daal* with ftreaf M4 Informal lattam.. Tbt rtai 
tf tbt Handbook It dial tod Uta sacttaas dtaHtf with tfc* 
variant kltto tf Aftaty aarrss p t t di MM Hlth ibttt 41 f* 
far tat ptrta, tbt H aw * M b tbttld unr asst tf 
ftttti tnt about f treat tad tty It tad tbttld saablt you tt 
«*rk tart affleisatly. 

Pittas ttpp f ttaat tbs ettttl wltb tty sptclf'a mitt 
tbit apply it yt«r jab. tttt It sftda. ty talng it, ya« 
till batata * rtai ptrtbtr tf tbt arltar, tbt dspsato tt 
ysu tt praatat flit etrti !• m test* tab ft tty It. tajty tbt 
attar tttt that fat r tarfc ia att up It p rtptr styla« 

Sitetrtly ytart. 


Jabt I. Jaaaa 
fiblaf, Capltyst *« latitat 
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-Prsi»ratlon of Letters 


Part^ IT 


Exhibit 6 - Two-page Modified Block Style Letter 

CWTlAi IVrCUIUMOK MOtT - 

sap; 

' --f- 

(4M4 wMe •IfMtf) 


Same of Company or Organization 

Street Address 

City, State, Zip number 

Attention: Name 

Gentlemen: 

this is an example of a letter addressed to a company or an organization 
for the attention of an individual. If the letter is for the attention 
of a division or section of the organization, the name of the division 
or section is written in place of an individual’s name. Ifce attention 
line is inserted on the second line below the address and two lines 
above the salutation, if required. 


Paragraphs are blocked. They are not numbered as in a memorandum. The 
first paragraph begins on the second line below the salutation. When 
there is a reason to break the paragraphs into subparagraphs, the units 
may be indented and numbered, f j 


a. A paragraph is begmjNpear the end of the page only if there 


is space for two or more limes 
oh the following page only If 
that page. Do not subdivide 4 


b. Each progressive 
additional four spaces. The 
graphs, except long quoted p 
margin. 

The complimentary close is 
right of center of the page, 
of the letter. 

The typed name of the si 
complimentary close. The tit 
under the name. If two lines 
line will be centered below 

After the original and ou 
typewriter, necessary info: 



t that page. A paragraph is continued 
or more lines can be carried over to 
rd between pages. 

vision of a paragraph is indented an 
nd and succeeding lines of all para- 
ftges, extend from the left to the right 


Approved For Reled^i 


"Sincerely yours”, 
lines below the last 


It begins to the 
line of the body 


icial is centered five lines below the 
d organizational elmaent are centered 
required for the. title, the second 
st. 

• of a letter are removed from the 
jridad to copies remaining in the 


II 


,iv 

1 2 CIA-RDP74-00005R000200080065-4 
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foKt H — . Ttms&tLo&j&.l&ttexa 

Exhibit 7 - Last Page of a Letter 

Agency. At the left margin may be & list of "cc" addressees. The last 
entry, except for a possible postscript, is the identification of the 
preparing office, the name of the writer, the initials of the typist, 
and the date of the typigg. If the letter is rewritten, the same type 
of information is repeated after the word "Rewritten". 

Sincerely yours, 


John J. Stoith 

Director, M&nagteefet Office 


Enclosures 2 

Correspondence Manas* 

Tips on Typing 

Separate cover: 

Correspondence Manual - 50 copies 

cc: J. H. Jones 
Darrell Smith 
Richard Roe 

Distribution: - (This part appears only on the official file copy. ) 
Orig. - Addressee 

1 - Separate cover 

1 — Signer 
1 - File (with basic) 

1 - For separate cover 

3t • as required 


DEX/MO:ABrovn: tuv (l June 67) 
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MCMiuTiO* or urns* 


fMT II 


fxmiiT to 

Uatt#4 ItitM Iw nrwwt ImImm Utt*r 


tr»‘ 10, 1565 


! 


ME* 

format Ur Ui IwirMMt BaalMaa Utt#r 


•traatar, Ataialfttratta* lonrlaoa 
Fad* *1 torvia# A 9 «n«y 
I0t) Ula 

It, Laaia, MmmtI b)IOJ 

Thi# Uttar ah aw* * a*w faraat f*r K«H r l"0 1 , ** u ' r * 
throughout tii« Uni t«<l SUtaa 8o**rao*ni, Thl# f#ra*t 
will *«podlt# til# pr#parat!au #f corroa p oad oac * *#4 
u«« #f f#rt, tin, Ml Mtirlili. 

Th* fsllowi #9 f#*t«ro* #h#aU typUta. 

I, Boat ♦l**«*t* »r# block** #!•#• th# I oft 

Tki* black #ty I* alnlalxa# th# ##• #f th* h*r, »• 

tabulator «#t k#y, *a4 the tabular bar. 

b, SaluUtfaaa i*4 eoaplluoatary #laa#a #r# «altt#4 la 
•oat i#tt«r*. Th#y aay b* laclo*#* la i#tt«ra to a* U- 
4 i v l #u* i wb#re prtt#c#l or trabitloa dlctato*. 


Th* a44r**a i# poaltlaaad f#r ua# U a «da4#w oaw*!- 
op«, *! lalaatiaf tb* »•#* far typiag thO *rw* < r . 


d Th l a Aaoaav 4a#a a#t a## til# 8#woraa#at baal#### latter 

Jultl l-U-U. tut. ~4 AT^r, 4 # 

m,i tb# black#* taraatl Tb# aa4lfi#4 black l#ttar 1# a*#* 
by tbU Ago*#? #t pr*##at. 


44* •• talth 

A^ifti*trator #f Carr— p # a4aao # 
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Corraapondenoe Handbook 


PART in 

top acarr 

CORRRSPOIDEHCE 
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Policy , „ 

Format 

Control Identification 
Group Markings 

Enclosures and Attachments 

Distribution 
T8 Control 

Control and Cover Sheet 


Page 

• • / 

... / 
... j 
••• 2 . 

... 3 




» * »' m-n ■ me-mm 9 V W 4 |f •• #*. 
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Part I II: Top Secret Correspondence 


A. POLICY 


’ „ “T* b * Safeeuarded froB the aonent it is prepared. 
Thisruie Wiles to drafts, carbon copies, carbon paper, recordings, 

typewriter ribbons, etc., as well as the finished work. Within the Agency 

oV^ 8 ^ e Vr* r ° 1 “I? d COVer Sbeet (For * 26 ) ^lli be placed on the^op 
of and attached to each T8 document receiyed or prepared. Complete a P 

*“? C ° ntr °K She * t upon whloh !• entered the IB ControlnLber, the 

artr^rSTe^r? p **5’ ** ° thsr ** 0 ™ati on . 

Hi HTZl Y? bi ,L ib 18 down « raded > destroyed, or transacted out- 
^ "- 1 16 docisnents received by an office must be logged 

by 8r !? ® Co " broi Officer. An item of correspondence that is as! 

££2 "Downgraded 'to^ 100 b<!C ‘ UM ‘S f^lT™ 8b <f * 

^ . imen separated from tbe TS material. 


4-V. I < , ■■ 1 i uni TJBe 

provided that the correspondence does not contain TS material 


B. FORMAT 


®** format for TS correspondence is generally the same »* th*t 

in the preceeding chapters except as set £r?h^l!T P re « cr d b «d 


c. ooktrol nramricATiow 


f^ r8t P*«* ° f tbe ™ document will bear the T8C mmber and copy 
mrternuB^er in the lower right hand corner, about one Inch from the 
bottom of the page. 


If the d° cu mebb is in the draft stage this may be shown by adding 
or 1234 T daSh and letter 8ymbo1 t0 th« TSC number as TSC 123k/ A 


3 

k. 


The final form of a TS document Is identified by the TSC number only. 


of V th been n iaC ? ia indicated ^ typing "Revision” 
and the date of the revision in the lower left comer of the page. 


». GROUP MARKTHOS 


^^ k ^, (i rr COr< “ Ce ^ 101 ^3) "HI be stamped or typed to 
th* right of the defense classification at the bottom ofthe first page. 


<*- *** App^v^cf F6i^R^9^200 



-4 




l"V 

r: 


' 


p« tf 

<i : 7 ^ 

tip*. 


#3 


si 


h If * w 
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*• ENCLQBHHES AND ATTACHMENTS 

1. Enclosures vhich are classified Top Secret are identified on the 
accompanying document by TSC number and by copy number . 

Example: 

Enclosures : 

!• CIA TSC No. 123^, copy No. 2 

2. CIA TSC No. 1234 /a, copy No. 6, Annex A and B 

2/2. Each enclosure to & TS document will be identified on the first 
page or cover page in the lower right hand corner. 

Example: 

Enclosure No. to CIA TSC No. . 

3* If the attachment is a TS document type "Annex A* or other appro- 
priate letter below the TSC number in the l£wer right corner of 

the /i^ St P ^ e ° r cover - 011 each P«*« of the attachment type the 
word Annex followed by the appropriate letter. 

F. DISTRIBUTION 

The distribution of the original and copies of a TS document is shown on 
all copies retained in the Agency. To show the distribution follow the 
‘fora shown in p art ^ r*ra.<0. 

0. TB CONTROL 

corr * 8pon d e nce has been prepared all controls for TS material 
■ust be initiated. Consult your TS Control Officer for the proper 
procedure to be followed. y 
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Control and Cover Sheet for Top Secret, for* 26 


use of thli fon Is nodatorv t* _y._ . . 

•heet for all correepoodenee clas^lflid Top£tec™t* * COTBr 

neee of each pereon who eeee the dociaent * 40 r * oor<3 

«th^i t . t ^r h COPyarTOP *""* owreepondenc. ^raneeltted 


ElT^jlT 

■■HE 


icncncriirji 


i rrr"L»»g-Tf l 


'^31 




>mrii 
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HB 42-100-1 

aAKBBQOK cohbibkwjwcb - general 

■0. A2-100-1 


g. Courier Receipt and Log Record, Tom 240 

All envelope* or package* containing material classified CGHFIDEH- 
TIAL and above, and transmitted between building* within or outside CIA 
are customarily accounted for by Courier* s Receipt* • Receipt* are pre-* 
pared In an original and two copies. Copy one la inserted in window 
pocket or securely attached to envelope or package without window pocket. 
Copies 2 and 3 contain logging information for use by originator and 
recipient. When log data ha* been added to the Courier Receipt, copy 3 
shall be inserted inside the package to be delivered to the addressee. 

copy #3 becomes the log record in the receiving office. 







CORRlBSPOlfiiPtCE HANDBOOK 


: PART IV 

i'Fv’IEW, COitCJRRERCE, APPROVAL 
AHD SIGNING AUTHORm 
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Indicating Approval as an Int regal Part ’of & 


RespofiaibilHy for 8*vl«tr and Concurred** 

, : -*£ 1 * ’ ' - : ’ 

Authority to Sign Memorandum 
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*m* tte W # ** ! 


Review, Cowcu»m»wci, Apteoval, amp 8kwiho Authority !***L 


A. General 

1. Officials other than the originator shall indicate their review 
by signing above their organisational designation at the bottom of 
the yellow official record copy. 

2. Concurrences may be indicated on the original and all copies of 

which will not leave the Agency, when it is desired that 
concurrences be made an integral part of the memorandum. This 
method is particularly desirable when considerable coordination or 
concurrence is necessary outside the originating office, or when the 
signing official or the recipient of the memorandum may desire a 
record of concurrences by the officials’ surnames and titles. To pro- 
vide for these signatures, type the word, “CONCURRENCE,” flush 
with the left margin, four lines below the signature line. Beginning 
five lines below the word, “CONCURRENCE,” even with the left 
margin, type a solid line for the signature of the official from whom 
concurrence is desired. Beneath this line, type the official’s title 
flush with the left margin. To the right of the signature line, type 

a solid line for the date. Center and type the word, "Date,” beneath 

this line. Repeat this arrangement for each concurring signature 
desired. Leave five lines between each signature line. 

(4 * 

CONCURRENCES: 


Director of Logistics 
Director of Personnel 


Date 


3 on prepared for the signature of the 

> one of the two copies forwarded for retention in the registry 
flies will bear the signature and title of the originator and each con- 
curring officer. The originator and concurring officials’ signatures 
should be identified by the words, “ORIGINATED BY” and “CON- 
CURRENCES.” respectively. The second copy for retention in the 
fl j cs Jail other Agency copies need not bear the 

signatures; typewritten names will suffice. 

B. Indicating Approval as an Integral Part of a Memorandum 

1. To eliminate preparing additional at approving 

levels, a space for the approving official’s signature may be provided 
on the original and all copies of a memorandum which will not leave 
the Agency. An approval line is indicated by the word, “APPROVED, 
in all caps begun one or two spaces to the right of the center of the 

1 


u 
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Past Pi - Rsvisw, Comcussswcs, Afpiovajl # akp Siowino Authosity 

page and five lines below the last signature line. Two or three spaces 
to the right of “APPROVED” and on the same line type a solid line 
for the date. Center the word, “Date,” beneath the line. Two lines 
below, type in the approving official's name in initial caps and center 
his title beneath. Example: , v< 

(Signature of Signer) 


(M i - r»*n 

Official's Mom 
Director of Security 

2. Consider the following requirements when an approval line is 
used: 

a. In addition to the original, which is usually returned to the 
originating official for necessary action, prepare a copy for reten- 
tion by the approving official. Furnish two copies, if the approving 
official is the Director of CIA or one of his Deputies. 

b. Action of the approving official shall be indicated on all copies. 

c. Under no circumstances will information or file copies be 
distributed until action has been taken by the approving official. 


C. Responsibility for Review and Concurrences 

1. It is the originating official's responsibility to secure all neces- 

sary reviews and concurrences within his organisational element and 
to provide adequate routing of the to other offices for 

concurrence. “Provide adequate routing” includes a review of the 
assembled ■ . to ensure that routing slips bear the names 

of every office concerned. 

2. Reviewing officials shall sign or initial originals and copies in 
the spaces provided. Qualified concurrences or non-concurrences 
shall be indicated and the reasons, therefor, typed to the right of the 
official's signature on the original and all copies of the memorandum. 
The copy for the reviewing official will be forwarded from the office 
of the signing official after the document is signed. 

3. It is the responsibility of secretaries at concurring levels to type 
the names of concurring officials, the date the action was taken, and 
any other notations of concurrence or qualified concurrence on each 
copy of. a memorandum that will not leave the Agency. The con- 
curring official’s signature shall be indicated above his title in the 
following manner: 

a * • 

( Buto ) 

Director of Personnel Date 


2 


mmm 




JL 



• , , , . * , J ** ^ ^ ?! .*# # ^ H r - . 
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ron fl[MOl BSE ON tf 


Review. Co ncurrence. Approval. And Signing Authority Part IV 


D. Authority to Sign Memoranc* 

The authority to sign for the Director of Central 
Intelligence haa been delegated by the Director to 
certain Agency officials. The extent to which this 
authority is delegated further within a component 
should be established ~ ' ! % is sent. 

The following general rules apply: 

1* Correspondence addressed horisontally shall be 
signed by an official at . the sane level as that of the 
addressee, or by a person to when authority has been 
delegated. 

2. Correspondence directed upward shall be signed by 
or directed through the chief of the element immediately 
below that of the official to whoa it is addressed. 

3. Correspondence directed downward shall be signed by 
or directed through the chief of the element iamediately 
above that of the official to whoai it is addressed. 




y 


?«*>»* /» t * * % 9 
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COhCUMEWCKS AMD APPROVAL 


It Is rocoMendtd that the verbal 
herein be concluded officially. 


agreement described 


CONCUR* EKCES: 


Director « 


Director or Personnel 


TJaTe 


Director of Logistics 


APPROVED: 

I. L. Bannerman 
Deputy Director 
for' Support 

Distribution: 

Orl* A 1 . Addressee 
1 - D/P 

l - n/oi 

1 - 

2 - 

1 - . ^official record copy, yellow) 

X - as required 


TJaTe 
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CORKigSPONDKWCl FOB 


rosDonaUiUt.y of the orl2lnatlng CQET^ne nt to ensure tr^at 

this rluT Wi U properl- prepyyj , 

before It reaches the Of flog of the Lire v t o,. 


5, 4s annr.un'~f>< i 1" ."N 70-6, datod 6 November 1966, 

s courts ss a?7v - 1 ; 

¥r^ ^, - , o” r>rei^r*» 1 for the ir- . 

t ' M for -'flEV i V/ - 


signature wi ^ 


OCT THIS I (4 MiiUJ : * *cA*> *.. 1 - T*-- 




B. Stationery 

1. Letterhead, bond, and tissue copy art available for 
and letters prepared for the signature of the Director and the Deputy 

Director. 

2 Plain bond shall be used when addressing 
Director, Deputy Directors, and the Executive Directorial* n 


C. Date 

and letters prepared for the signature of the Director 
or the Deputy of Central Intelligence shall not he dated in the office 
of origin. > and letters addressed to the 

will oe dated when signed. 


D. Let -er Format 


1 Keeping in mind a “framed picture" appearance, set the margin 
accordingly. In most letters the address may be typed eight lines 
below the last line of the letterhead, flush with the left margin. The 
tentm of the letter will determine where the address should begin, 
rhv salutation is typed two lines beisw the address Begin the body 
,,f air- letter two spaces below the salutation and indent five spaces 
for e„cr paragraph. The text is single spaced unless it is eight lines 
or les.- (See examples of letter for nats.) 


2 The complimentary close for the Director is "Sincerely." The 
name and title will be centered five lines below the complimentary 
close Examples 


All. ^.ssaIu 


(Namet 

Director 

* 
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Oorrvftoadonco far U* 0 1 ryctor 


IstLJL 


k 


A. Sonar* I 

- -JW ^^'^aruTrsis.'s srosyrs’ " 

*« tUUUI rrprl tmy, »•>• .**uui i. 

It *!* "V 1 !** ** ,#r P*r*anon 4 or l^T^ry rotation. Tbo carbon 

* ih * tx#ewtiir * R *« ! *W fw • of »U *ontho 5 «f t*r 

mte* y ft vi 1 1 bo doo troy *< 1 . 

****" \ ni ** 4 * 4 *"‘l *• 1 nfora Uo 3 }r.«Ur (on otbor Uao 
*** 4 ** t J 1 •****}' **‘ n ** *"Wdod to tho Offtoo of tbo Director In *« 

C T* P** » ,M >• t* Uo ori||n.tfr»g oo*po«- 

£*•**!•• 9 lrootor* 4 mptro l lor 
tav« k«« ioforaod vltt u indication to Uet effect ea U< MMrute. (m Iodic- 

U * • f,leUf r * c ®^ «^y.) •«* t^bor vfli bo 
aalnUlnod r Uo fxocatsvo r»*$otry for a period »f JQ doyo far the parpooo of 

•ddlt © 0*1 r.foroofio, if r.qufrod. tb*fi do* tr eyed. Officer* attending ?ntbrd*par*~ 
JJJJ* ' •*** ina* a ■ o;wk ta#r »• ie L*>* Ag*nc y ebeofd M ko o record of 
Indicating positions *ftd r ocoaaondati »«9 of tbs Agency roar aeon tat I re , and *kwm 
Mprofrlato of oUoro In attoadgiic*, and oat t log forth Uo act I am ram | rod by 
Dfraitor* 7 * Th *** NMfM4 * 1 •**•** bo forvardod promptly to Uo Offlco of tbo 


f * 

%* 




>. ^ 


k . . 3 * 1 •^rtudaw far tbo Director sol 1 1 bo raotod to 

*!* ft E ** c * tlr « *« 0 *«try aad tbo Ca^owtlvo boa | stoat altb a easy oaab to tbo 
0 JMty Oiroetor sod tbo Caacvtlvo #lroctar-Ca**>troHor. Ualooo tbors la hm iodU- 
u!rL*? *** ©•otrary, tboao Mill bo dootroyod aftor wo. All oaapooont* or* on- 
U tfc#t •** r *« l*tol llfoaao* asocial r ay or t o > or otbar loforaatloo 

2 a "* !! * f tfc« Agoaoy or of tbo iwonwoat 

•ro promptly coilod to tbo ottootloa of tbo Off loo of tboOlroctor. 

or r ‘! 4t ^ ^ Aooow prW*d far tbo 9 1 root or *o 

9 r * e4#r ’* bo troaoittod to tbo Caocotioo Kooiotry 

IffiaTIi*! * x ^ *?L C 7* y In?* > < * rwi w> •** e **I ■•'♦•A for tbo *019*109 

^ tfc * n *T ,tlr * •■»■•*¥•■ (Miltloiibl ooyioo or* to bo 
“*!? Aftor olfaot«ro # Uo 1st tor or *ooorombi* 

?*/ ” «‘»P« t eA*'* by Uo ixocati vo Roglotry) on* copy oil I bo rotalood In Uo 
Rojlatry, and tbo rwalndor trill bo eootrollod aod dlsowiaatod as lodicatod by U* 

STA - <Mir 


ignatoro or oyyrovat of Uo Oirooior or 9 *y«ty 9 1 roc tor. It la tbo 


w* ,% 

r 


f r 




Pl^. 

t , 
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t. Far tk* Deputy Dlraetar the aeapll sectary •*••• •**«*»• 


(5 IImb) 


Sinaaraly, 


(w lltarytllta, If any) 
-•r < • HrKt*r 


k. dkanaver the Oepaty Dlrectar algaa la tfci 
III* algneter* *{|l b* ehaa* Ml 


Jraatar. 


ll-aaraly, 


(5 Maaa) 


(*■»•) . 
(unitary title, if any) 

tetlag Hrantar 


V. laalanaree all I he typed iM Identified an the arlglaal and all aapiea. 

Ideoti f Wet I ©o af arigiwtgr, typlet, data af prepare! lea, •»* 
dletrihetlee af *»i capiae will h# ehasn an Mm lataraal aapiea ealy. 

J. All eeve lapse,- sailing sUae, sad dsaassnt recaipte will lia prep arad 
and attached la tha off lea af arlgla. The Dlrectar algaatar* tab* wlil b« 
attacked la tk* Office af tke Dlrectar. Tka ardar af aaaaakly af aatarial 
la aaaialaad la tka part aatltlad ■haeaahliag l asar ap ii— far ft - j*d!«**« 


taka prepared far tka algaatar* af tka llrecter ar kapety 


k* a saaaraadaa prepared far tfc 
•Iractori 

I. Tka kaadlag will centers ta 
Ifaaay sasaraadoaa. 


•Iked far etkcr 


t. Paragraph* sill ka aeakered, aacapt akaa tka aiaaraaiaa ia adkraaaai 
ta tka kraal da* t ar tka saaaraadaa aaaa lata af aaly as* paragraak. 

3„ Five llaa* kalaa tka taut and ta* apaaaa ta tka right af tha canter 
af tke paga, the aigaatara af tka ilreatar ar tka kapaty Dlrectar af 
Central tntaHlgase* aka! I k* typed I* latlal aape. Tka Director*! naaa 
«Hii ke U all cap* a* tetter* an la latlal aapa a* sasaraadMs slth tka 
tltia aaatared laaadSetalg he law faaaplea 


Far tka Dlrectar 


Far tka kapaty Dlrectar 


ireatar 


(M lltary*tltla, If 
k ap sty kl racier 


4* la Mm Df .ar'a aka a ae e $ •Acting klrectar* la eMetlteted far 
■kapaty klr*cter« end gfflae af Dlrectar atatlaacry la aaad. f*aspla» 


(»-•) - % 
(W lltery title, If aay) 
Acting Oiractar 
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, j Comyowpmci ro* ^ 

5. When material is included with a memorandum for the signa- 
ture of the , the abbreviation, Att." will be typed on all 

copies. If more than one, tlv* number will be shown. 

6. Recipients of information copies outside U*e Agency will be in- 
dicated on the original and alt copies at the left margin two sp**® 8 
below the last typed line by typing “cC M followed by the recipient. 

Example: 

cc • Attorney Oeneral 

7. On f auoresseti for the signature of the 

. fthe distribution is shown on internal copies only. The dis- 
tribution may be shown on the back of the page if the memorandum 
Alls the page. If an additional page is used, It should be properly 
titled to identify it with the body of the memorandum. 

8. Attach a brief covering the memorandum ' 

pose of the memorandum to be signed by ° 

be forwarded through the Deputy Director * » ^ *» 

q. On» ■ addressed to thc u » V. 

a. The headings shall conform to the general standards pre- 
scribed for Agency memoranda 

b. The first paragraph of the text shall state the purpose of the 
memorandum, approval, recommendation, information, etc., or 
indicate the paragraph in which the action Is contained. 

Example: 

This memorandum is for Informatik* only. Particular rsforeneo Is made 
to paragraph* and 

c. Paragraphs will be nudlbeted and single spaced with double 
spacing between paragraphs. 

d. If material is transmitted with a memorandum to the ; 

' v * , ‘ the abbreviation “Att" is typed on copies flush with the 
left margin and two Unes below the signature line. If more than 
one attachment is transmitted, the number Is indicated. Attach- 
ments may be identified in abbreviated form. Example: 

2 Att* 

Att 1 : Memo. IS February IMS 
AU 2: TCA Contract (2) 

e. Do not show the distribution on the original and courtesy 
copy. 


y. Brief Summary 

A three-sentence summary will be prepared and dispatched to the 
Director’s office immediately after a meeting or conversation with 
officials outside the Agency, especially on those which may determine 
or affect policy or which should be brought to the attention of the 
Director or the Deputy Director. 
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COXBES?QKDKNCZ FOB 


Exhibit 1 



cbntral mtcluqcncc aotn^y 


orrtct Of tttz or.crot 


Data Uft blank) 


Th« Konorabl* Dnb Rusk 
Tht Secretary of State 
Wash i acton, D. C. SOS JO 

tear Mr. Secretary : (Pt«4 out » f tb puraoa signing tbo 

lattar kaova tin addraaac* personally, 
for tastaaca , nil enough to taoo his 
firot aaoa. ) 

This is an ax map la of a lottor prapnrec tor tba eig- 
aatura of tho Dirac tor of Contral latal I igenc*. Lattora 
*111 ba forrarM to tb* Dirac tor through tha teputy 
Director for Support vlth a covar oo^-ranOua oaplalalag 
tb* purpoo* of tb* lottor to ba sign*. by tb* Dlroctor. 

■ban a second paga 1s rogulrod, ».-a plala stationary; 
nargins *111 corroapoad vlth tbos* on .mi first pago, and 
typing of tb* lattar sill begin four ..no* balo* tb* idon- 
tlficatioa Una. Tbo succoodin^ pagan a ra ouaborod vlth 
Arabic nuaarals, cantorod aboui on* -ha if or thrao-guartsrs 
of an inch froa tb* bo t too of tba pag* 

Siacaroly, 


25 X 1 A 


(Nano) 

Dlroctor 


D/CO:^^^^Jts(187eb(g 

Distribution; 

Or ig hi- Addrooso* 

1 - Xk 

1 - (signing 

official) 

a - ^ 

1 - D/CO 


rrr vnasmaar ^ 

Deputy Director 
for Su p po r t 


(yalloa Mi.clal r* e.»ro copy) 


(Cceeurrenc*# , I daoti fleet ion, add distribution te bs typed 
aa fils copy bdlyf sots s soar an duos to tb* President are 
doubl e « op o c *4») 


n f* r* ; r - - * * * * ! 


, * ' r. r r T% \ V 
» i 1 1 »Li 
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Corhesponpenci ro« * » 


Exhibit 2 



CBMTHAL 


(Date left bliak) 


Tim fcurtt U (mm) 

TIm MwlMt M M l a n der 

City, Csuefcry 

Dm, Mr. Mbu MMr! (Eied ant if the P«r»on signing the 

latter kaoM tlM »Mrt*iM personally} 
for tMluc*, wall ssough to uae hi* 
first um.) 

This is as Muslt sf s letter prepared for tho aig- 
sstsrs sf tlM Deputy Director of CostrsI letslllgence. 

signs td#e of tho D»rost->r . IkMovor. » * 

lss tho laeeaiag lettsr states that tho lottor b# pro- 
paroS for tho Deputy Director ’a signature. 

A cover naoruPw or brief eaplainlng tho purpose 
of tbs lottor should si o ho repared The co ^* r 
raatiM saS tho lotto# for signature should be forwarded 
throve h the Dspwt> Director for Support . 

The ouster oi copies propsroS should include an 
orifliaal sod so* for tho addressee , one for 
one for the Bsoeutivo Bos is try, too for the sad shot 

ever additional copies tho originator say decide. 

■isos roly, 


(Dm) 

(Military title, if soy) 
Deputy Director 


i , 4 
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Exhibit 2 Com* 



ctpmcm- 

r*L. snsman 

0»9vtjr Director 
f»r Support 




D/CD: JVCor fay: apdUSrpMi 

. »r:oo%iisr*Mi) 


Diatributloo: 

Orig SI. MtrtMM 


I 

1 

> 

1 

1 

X 


» <•*«•*«« •riuui) 


^btitutar'a copy 

~ ■"* <y«H«o off total rooorS copy) 

* •** ur otplmm mm ropotroS 



(Distribution to b« typ#d on fils oopjr only. ) 








#7 

/ 
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fv^ng.PONDENCE ggj L 


Exhibii 3 



wnUJOCNCB AOBWCY 


ccnthal 

wowmww e. c 


OfWCf o# 


oorurr pMcraa o» 


caMriut NmuotHCJ 


(Diti l«ft blank) 


HSMOftAMOtm FOB: 
SUBJECT 


D*ro«t.r or ««J.r 
Director of Fedora* 


O*-. 


, r *l I at ©rant ie. 


-i , MaorooBua pr*f»r«4' 

1. Thi. t. oTTIctor Of the MJJCF. 

. r.1^ f »*■•**'*■« * 



a. Letterhead «**tiojory r for l ~ tin ige.ee 

Director or the D *F ulT with corrocpoodlag 

*4ditlon»l copied record copy- 

. ,.n~ *- * ><o> * 

m .'K- ~ 

pr "* rl ’“ 

rondo. coetoi-JjlT^ Preeideat .or i. * 

numb* rod i* » mumor*—*" 
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COBRESPONLfcNCI FOR 


Exhibit 3 Cowt. 


5. A cover ■te or n A iw MpUmlRf the pvrno^# 
of the itticked n e oorandun to lx signed by the * -tor 
Is required. 


(Mum) 

(Military title, if soy) 
Deputy Director 

Att 

(Identify if necessary) 


D/CO : JVCof fey :av( date prepared) 

Distribution: 

Or ig k 1 - Addressee 

1 - Or ielna tor's c o py 

1 - y « mm/m ( yc 1 loo official rec or d copy) 
1 - iMli lvt Registry 

1 - (signing official) 

2 -T** .. 


oct Senera! Coens a I (is be typed as all Copies retained In 
U« Agency. } 



*1 
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CORRESPONDENCE TOR 


Exhibit 4 


BRIEF FOR: Director of Centra* Ijitoll » genes 
SUBJECT Inter-Agency Correspondence Standards 


1. This Agency is contributing suggest loss for 
the development of ister-sgsscy correspondence stand- 
ards in cooperation with the General Services Adminis- 
tration. 

2 The attached correspondence for your signature 
conveys our ideas on th* subject to those agencies which 
have expressed an interest in the standardisation program. 


Director of 




Islrlbwt ion: r 

Or la fc 1 - Addressee 

1 - Orisisator’s copy 

1 . — (official record copy, yellow) 

2 - INf 


f'Tf’r}*' ‘*11 


... . _ 4 
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SMim&tmi t r £1 r 


EXHIBIT t 


1 


(DAT! ) 


ABCMCY NEHOAANDUHB AND LET TIBS AOMCDSED 
TO THE Of F IOC Of THE DIKCCTOB 


1. Or if In* tor* will I osar* tAot oil tech nenerandune 
open with o tootooc* oisl I lor to one of tAo tAroe below* 

a. *Th i « MMTinta lo for I attrition IflJtX) 

port I cu I or rotor one# It node to partfrapwe » 

, ond «* 

A. "TAlt mmto« 4« tuAnlte • fftf— ffifetLlg 
for your approval) tilt r econo oo A l t loo It cootaUad 
in paragraph .• 

e« *TAIa mo— rtodwo MMotti tot low on tAa port 
of tAa 0i roc tor (or Deputy llroctor or txecotiva 
Oiroctor-Cooprol lor )| tAla oat loo it c autoload lo 
porofropA «* 

2. lo tAo place provided for tAo approvUfl a I feature, 

tAo follow] og etetanent oAol I Ae typed# *TAo ro oo — ow dotlou(oy 
iu porofropA lo (ere) approved*" On tAo oooo oAoot re- 

poootiuf opprovoT Ay tAo Director, Deputy Director, or tAo 
Executive 0 1 rector -Cauf provlolou will bo node for tAo 

concurr once of tA# Deputy dir outer concerned cud otAor appro- 
prloto off I cert loeledluf a plow for tAo dote to eAown at 
tAo end of tAI* oxAIAIt. 
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t 

COBBESP^NDINCI TO* * 

Exhibit 6 Coht. 



3. In every cane of a »*•«**.» i .. 'dun tor Ih** Office -f 
toe Director, that copy which ta ^turned to the original. ..v 
component la tha official rec*,rc * >py. The originating 
official ia rwaponalbla for « wain*. lug »« for permanent or 
temporary ratantion. 

4* 0* tm\ m* * tap to* «r Ova DiaacWBM 

h ! ndacc ! ' p« only* 


Informal guidance concur s\.ng hr Halos* personal 
references in tha format of cor rata pond*- m * *«“•: 

p. Na prafara address** to ha longer than four 
linaa. if possible. 

Example: hr. John » Smitn. Director 

Department of ... 

OOOO M Mtxaat. h. * 
hashing t on, D. C. tKHXW 

rather than 


Mr. John K. Smith 
Director 

Dapartmart of 

OOOO 1st btreet, N * 

Washington D. C fOtflO 

a, gw prefers tha memotmdM* fomat rather than a 
latter, even whan replying ta aa incoming luitar . 

Example: HE MOM AN DC M rOM: Tna Honorable Dean Mush 

?..o Secretary of State 

81) EJECT 
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Exhibit • Coitr. 


OftlGINATOft. 


t — - — c nine 

COHCUMKNCtS: 


tnrssrsr *r 

Director of BfcWoaooT 


TOTT 


Pet4 


TJeTT 


Deputy Blreclo* lor supp<WFT 

' ,.~4 ... p.r«r.p« 4 .. 


The roc 


,«4atioo coate. 


TXTT 


Deputy Dtroetor ol Coatrel letellifonce 
•hoe toll 

Copt*. T* » ^l^ iTl/tlre^epereO for treno-Utel 
the eerfcoe eofT;* J 
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ASSEMBLING MEMORANDUMS FOR FORWARDING 


Part VI 


INDEX 

Page 


A. Aaamnbling Memorandums f 

B. Forwarding MemoranduBW - • • 2 


# 


L- 


4 . 
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MHHUX * fOtNAftOt-l 


PUT 11 


Hi 


I. Fiool roogooilhltlty IT cor— t -g**T *L^T?!!lraiilltT U? 

C jTST3tn» 1-1-4. *. It—, - ^ ilUl 

|o tho —I— Io4looto4« 

JJJ 1 i!'plrt\*?l! »!£'«! S? 


(0a oxtomol 


A, TraflOOf IUM o««P» r< "" " 
iKtrd UHt, Form 6l0 M *• 

m 4 C* oo 

k Origin*! *»d coortooy copy, It cll^^-4 t«f.tfc— 

.. »*"...<* >•«■** scr-i*^ 

•r I § l •• l *0. courios / copy «*th oompioto P “ 

t . ... tho haoncy with a.4ro»»od 

d. lofonutlon coploo fvr .44—**** fa . r# -*|r*4. 

•nvc I op** «nd compile*- pootago »llM» -*1 

o. Information copl— (or tttloh«4p If r*^ilro4. 

tloo within too A«omoy «rfth o. 4 roooo 4 —Hof .up. 


♦. OfflcUl rocord copy (y*H— tloooo) 

-■>. ihIuom . oto« i iM My *thor 

9* Orlflnol incoming •— ™j4— , — — — # officio! 

••tor lit to ho ottochod to tho « !• «•*/ — 

f 1 1 o on tho momor**.— . 

-s, SB^ffaj^KSriffitSSsa- 

tho Boputy Bl roc tor ««hI tho offUUI^t t t «• j^«U r* » i tit*—* 

at at thor #«4 or lowoU fro—* — h 4 .tv.oool- 4 »l, motor • 

;. *;■ i. u., rrr . - -*• 

t |,o«o for tho Olroctor o 4 tho Oopvty Dlroctor, 

l. tot*, copy 0 < «-•<•*) «•» •*►— * ftotito -Hp «o- '* «‘-"- 
J. tofva« •»<*«•' «* f.t*. to «»*-.• •—••"• 
k, -Hoi. Bo—* eopy 0 * 4 oolro 4 ), 
a. I. o 4 .lt loo to tho ohovos 

-• A ^ — plot.. - 4 —i *llth y 

•rlflMl or copy rofolrlog a rocolpt m — 

toe or It, Hof.latUoo. 

k. top- f kUlr-t- .-l. tk. ft **. 

oho— hooiho tho offieo 4 oo B—tl^ .llSlluJ offieo m 4 ooeh a omm of 
.lotrlhotioo of eoptoo I. -I*!* J nlTrStUi *HH ooo. j*| ho 

to. loot I of .UtrlWtloo la a 4 oq«oto for rowtl«t# r— • \w — 

attooho. to tho ooplo** 


■—■HHyOOMf *0W |! V ' 'V 


Approved For 
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Htf Tt 




U ImIomtoc will ho ott»cho4 hy clip* to tho orlflMt «r ooploo tr«M- 
•It U»* the, 

4, hoooohly r«for**o« tib« will ho ittcktl thotr «« will «- 

p#4t to tho rtvlarw *«4 Approval if MMran4cii* flfftotur* tiM ohoold 

attach od In tk* offlea *f arlfln. TktM will ho ittchid !• Qf&Cl* 

«. Tho cowplttvd asooohty ohoo!4 lociodo all ooooooory rowtinf • I ip*# 
covolopoo, rocoipta, tod pMti«« ailpo properly OOoplotod wd tiUchtc to 
tho roopoetlvo uttrlil. 

f. If roeooaary, Mtclil ohovl4 N fctwwl t»|ltl»r wit* popor clip* 
o*4 n 4« a port «f tho cooplotod wo lf by M»4r ottpo. ttoploo ohoold I* 
w»*4 with 4tocrctlo«| consideration holn« *lvoo to the «w*t *4 typ of 
handling th« iHinilw My receive. 

|. If |t {• anticipated that a oner ■ nimm will rooolvo eoaoidorjabla hand- 
ling, • hoofclag sheet *f bwl ppr or kcovl* «tM shoo Id ho attached to 
protoot tho hack pegea. 

l« Forwarding Mo n ifMtan a 

iMrulow will ho oooowhtod MMl forwarded threwgh prescribed channel* 
to tho particular office Ml for control, proooooiwf , and forwarding, 
holy tranooitta', nodU eooplylng with tho aooorl.ty rogwlronontc of torrent 
Agency regelat I om will he ooo4« 




*** ** * ** , - .#■ - 
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nUMKM 


Envelopes and Mailing 


Pant VII 


A. General 

When mail is prepared for transmittal, it it important that the 
proper envelope is used to ensure correct handling. Window en- 
velopes should be used whenever possible. When a window envelope 
cannot be used for security reasons, select a. regular envelope of the 
appropriate size. 

B. Types 

The Agency uses both penalty indicia and plain envelopes, as well 
as penalty indicia labels on packages. The penalty clause, “Penalty 
for Private Use to Avoid Payment of Postage $300," appears in the 
upper right comer of the penalty indicia envelopes and labels. The 
following types of envelopes are available (some contain preprinted 
Agency addresses) : 


I. Penalty Indicia In vi te s 

White envelopes, 0%"x3%*, and 
White window envelopes, «%' s 3%" 
Manila envelopes, \Tx%W 
Labels, gummed, 5'xP 


t. Plain Bn velep— 

White envelopes, SVi” * 0%" * >V. awl •ft" * 

White with opaque shading Inside, •%" X.3%", and 9V%“ x 
White window envlopes, •%' x 3%' 

White Air Mail, red and blue border, 0%" x 3%* (both plain and opaque 
shading inside) and SVi" * 4ft" manlla envlopes, various sites from 
5ft" x 3ft" through IS" x 14ft". 

3. Multipurpose Envelopes 

The multipurpose envelopes are encouraged for Internal routing. These 
envlopes are designed with a window pocket attached to the outside to 
accommodate a courier receipt being used as an address label, a 3” *5" 
card, or paper on which the address is written. The envelopes may be 
reused by removing the addressed paper or card and inserting s new one 
properly addressed. Multipurpose envelopes are available in manlla sises 
12" x 10" and 10" x 10" 

4. Chain Eavlepes 

U S Government messenger envelope, Form 65, sixes 13" x0ft" and 
‘ 16" x 12" may be used for sending material between government offices and 
agencies unless prohibited by security or operational requirements When 
using the chain envelope, enter the Stop Number (if known) for the ad- 
dressees agency in the space labeled “8 top.” 


The use of penalty indicia in lieu of postage stamps, is a matter of 
convenience and economy to the government. Official mail quali- 
fying for transmission under penalty indicia is broadly limited to 
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> ’art VII Envelopes and Mailing 


official letters, i , enclosures, etc., that are reasonably 

related to the subject matter of the material. Penalty Indicia should 
not be used for: 

1 Mail on which additional portage la required, auch aa air mail, mail for 
most foreign countries, or mail weighing over four pounds 

2. Personal mail and other unofficial mail, even though a portage stamp 
is affixed over the penalty clause. 

3 inner envelopes used for double sealed material. 

4. Mail sent outside the Post Office channels (by messenger or courier). 
In addlUon, do not place labels on penalty indicia envelopes. 

D. Addressing Envelopes for Transmittal Outside CIA 

i. In addressing an envelope, begin typing approximately one-half the 
depth and one-half the width of the envelope. Single space the name 
and address in block style. The envelope address will be the same as the 
address on the letter. 

1 *■' '•* are to be dispatched by special delivery or registered 

mail, type the words ‘SPECIAL DELIVERY” or “REOI8TBRED MAIL” 
in all caps, two lines above and flush with the address. 

„ are to be dispatched by AIR MAIL, no special Instruc- 

ton.s are necessary provided an air-mail envelope la used. If an air-mail 
envelope is not available, use a plain white envelope without a penalty 
indicia Type the words, “AIR MAIL,” In all cape, two lines above and 
Hush with the address. 

4. Inter-Agency Mail— If contents of mail being sent to another govern- 
ment agency is unclassified, indicate on the envelope the addressee, the 
room, and 8top Number. Do not use a penalty Indicia envelope. (Delivery 
ts made by U 8. Official Mail and Messenger Service.) 

* . are classified either SECRET or CONFIDENTIAL and 
am- to be transmitted outside the Agency, attach two envelopes properly 
addressed. 

are classified, attach Form MO. Courier Receipt. In- 
dicate the office, room number, and building. Do not include the Stop 
Number. (Delivery is made by Agency courier.) 

E. Addressing Inter-Office Mail 

1. The incorrect addressing of inter-office mail results in trans- 
mission delays and places an unwarranted burden on the courier- 
messenger service. Personnel forwarding material shall ensure that 
addresses contain the following information: 

a. Office of origin. 

b. Office designation of addressee (position title or name may be added 
if desired) 

c. Building designation. 

d Room number. 

2 In the few instances where it is necessary to expedite delivery, 
the envelope or package may be marked “Direct Delivery” or “Deliver 
to Addressee” in addition to information required in paragraphs a 
through d above. 




, j i *■. r- 


mv 




T*„ w 
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fbuT-l-'i. «J» *~"1 »ioc« ..car H, ^Y\T 

2£Sion obtainable fro. the Central Mall Room. — -— . := 


TTP1 or MAILING OR UBI 


Inner envelope for the t ranee le- 
sion of doubie-aealed claeeified 
material 


Within Headquartere 


Inter-Agency (Washington, D. C. 
area only) 


Official nail, four pounds or 
under, directed to addressees in 
th* continental U. S. , U. S. Ter 
ritories and possessions. Canada, 
sribbean Republics, Central and 

pt 

and Brasil) 

Officii nail over four pounds 
direct*-! to addressees in the 
continental U. S. , U. 5. Terri- 
tories and possessions, Canada, 
Caribbean Republics, Central and 
South America (except Argentina 
and Brasil) 

Air Hail 


Special Delivery 


Registered Mail 


Registered Mail - Rat urn Receipt 
Requested 


CIA ! 2 i*» OTHER 



ttpi apwmm 

OR LABKL TO UBS 


Hoopenalty 


POSTAGE 

SLIP 

RRWJIHED 



ran 



Ronpenalty (U. S. Oort. 
Messenger or regular 
envelopes depending upon 
security requirements) 


Penalty 

Nonpenalty 


Nonpenalty 


Nonpenalty 


Penalty 

Nonpenalty _____ 


Penalty (Nonvindov) 
Nonpenalty ( Nonwindow ) 


Penalty (Noneindoe) 
Nonpenalty (Nonvindov) 





TYPE OP PENALTY AMD NONFEKALTY ENVELOPES 
AMD LABELS FOR TRANSMITTING OFFICIAL MAIL 
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INDEX 
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B. Priority Tag, Form l60 * / 

C. Transmittal Slip, Form 241 ^ 

D. Official Routing Slip, Form 237 ? 

1. Routing and Record Sheet, Form 6l0 ^ 

F. Courier Receipt and Log Record, Form 240 £ ' 

G. Document Receipt, Form 615^ \p 

H. Postal Slip, Form 239 * r f 

I. Document Control, Form 238 / 
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llATKIUALS rOK ASSSMELUfO AMP IfWAMOtO Mimosa* d i Past VIII 


A. Reference Tabs 'O 

This farm Is an invaluable aid to officials reviewing memorand r* , 
It is particularly helpful when/ * •»**.>* 1'*^ is bulky or is to be it* 
viewed for concurrence or approval by several officials. Reference 
tabs are designed for repeated use. They are attached with paper 
dtps. These tabs are available at the Building Supply Office. 


0 

OmOAL 

RLE 

COPY 


•A 

StfUVHM 

s 




O 

1YAORMV 

SAME SIZE AS SHOVE 


B. Priority Tag, Perm IN 

This form aids in expediting the routing and processing of * 
r **.. -urn whenever other than routine handling is required. The tag 
Is colored, dee n lfc", and is reusable. 


PRIORITY 

rasr no <» 

SAME SIZE as sunn 

ron i rwki use anu 
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C. Transmittal 81*?, r«r» *41 


Transmituti »**?, j .. _ mat - 

f . t , and other mate- 

ThU flip if uaul tor trananitung per document is 

rial within Headquarter* when only 

involved 



sm SIZE AS SHEWS 
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D. Official Routing Slip, Form 237 

or other materia! routed in consecutive order to two 
or more parties in Headquarters are transmitted by Official Routing 
Slips. 


WN OtW WILL CHEC K CLAS S i riCATIQW T OT ANO >Q T TOM 

1 i *w:i,Assiri>.i> T I [ [ s e cret 


Central intelligence Agency 
OFFICIAL ROUTING SLIP 


TO 

NAMC AMO AOMQM 

DAT* 

INITIALS 

! 




t 




X 




1 




S 



— 

4 

* 




ACTION 


rnsMssm 


mrm mm 


AffNOm 


MfFATCN 


NSCGMMfMMTHM 


COMMENT 


mi 


wrrwiN 


■ * l . .*n .1. * 1 ■ ■? bh 


EES™ 


rrrrmmm 





Remarks i 


rot-o Mcmt to wtunn to s«mp«w 

rWOM: N*m MCWM *WO PH Q WI MO I OATS 


I l~ UNCLASSIFIED I 1 CONriPKWTlAL | SKCHKT j 

ms M 907 «m rew •*»*••» <** 

1-41 twi »» Mn»«« •tllMM tllKI IMIS -MM*! 



ACTUAL SIZE - 5" x 8" 
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Matekiaus fok Aksemblini; and Forwarding F i Part VIII 


F. Courier Receipt and Log Record, Form 24® 

Ail envelopes or packages containing material classified CONFI- 
DENTIAL and above, transmitted between buildings within or outside 
CIA, arc customarily accounted for by a Courier Receipt. Receipts 
are prepared in an original and two copies. Copy one is inserted in 
the window pocket or securely attached to the envelope or package 
without a window pocket. Copies 2 and 3 contain logging informa- 
tion for use by the originator and the recipient. When log data has 
been added to the Courier Receipt, copy 3 shall be inserted inside 
the package to be delivered to the addressee. Copy 3 becomes the 
log record tn the receiving office. 


PNOM 



■■■■ 

TO: 

TYPE OP MATERIAL 

{ ENVELOPE (SI 



I PACKAGE (SI 



OTHER 

1 . ' _ 


ORIGINATOR: do not complete t^i* copy iilow this link remove this copy 

IP LOO DATA IS TO SE ADDED ON COPIES 8 AND 8. INSERT ONLY THIS COPY IN THE 
WINDOW POCKET. OR ATTACH SECURELY TO ENVELOPE OR PACKAGE WITHOUT A 
WINDOW POCKET. 

• IMATUU or MOHIMT (NOT INITIALS 1 

DATE AMO TIME OP RECEIPT 

COURIER’S RECEIPT 

|l 

FORM 9An USE PREVIOUS 

S-EO EDITIONS 


<84111 

COURIER RECEIPT AND LOG RECORD 


AS SHOW*: 



* - * <* ■» » ■■■'% - 0 * m, * . *■. . * * » ""rpvmrpnil a*.., i 
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TO*. CIA MKW'NMY 

Woct lignd r»c»ipt m ovtpoinp mtittngtr b+x fw rtM« to s#n4«f AK«i(n#nt 

fo MOMkOA MCMMT 

Wot* ug**d wceipt »« otwlopo end trommit to: 

r~ 

i 

CCHTRM MTfUIGCNCE AOfNCY 

24)0 1 STMfT MW. 

WASMMOION 25, D C S*p *4 

I 

j 


BACK 

ACTUAL SIZE - 
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1111 


I . DOCUMENT CONTROL, Form 238 

i^i # six-part form is designed to provide intra-office mail control 
when the volume of correspondence justifies using control measures, 
ienerally other transmittal or routing slips are unnecessary when 
this form is used. 


vmmrn mm\ mamm mm 

1 WAV M VMM M MMUTI 

DOCUMENT CONTROL 

|mc. cu.I onioim 

1 1 

COMTOOi. NO. 


OATS RIC O OAT* OUT WUINNH DAT* 



k ” " ' — ' — 

- »- . 

1 , 

amowsmkd 

MO MKT 



ANSWBRKD 


COUft'K* MO. I AMAWKAKD 


MO MKT 






ACTUAL STZE - 5" X y lfl6" 
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Matehials ron Assembling and Fobwa kding — — 

11. Postage Slip, Form 239 

1. A Postage Slip shall be completed and attached to each memo- 
randum which will require special postage or handling. In com- 
pleting the slip, indicate the type of mailing service desired^and 

All in each pertinent space, except theta* " l" fo! 

Mail Only." In addition, type the words, "DO NOT MKTER. « ' or 
security reasons the postage should not be affixed by a postage meter. 
NOTE: A single Postage Slip may be used to com e^hietur ln the group 
of letters it each letter in the group requires only first class post age ror 
»ci! c«es. type the word, "r.rlous," In the addmmee boa « Perm Sg 
followed by the number of addressees in parentheses Atlaen a usung 
of these addressees. 

2. Postage Slips will be required when the or ^‘ n *^ or ° l t 

desires a Return Receipt Card tor Registered Mall, Post 

Office Form 3811. 



SAME SIZE AS SBCWH 
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Registered Mail and ; _ t „ _ , Mailing Proc edmti Port IX 

ihdbc 


Page 

A* General , 1 

B. Procedures 1 



’* K l 
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ron tnKm use onw 


Registered Mail • 

amat i aaa&gM. 


M..S 


1. General 

re tarn addresses on registerea nan 
££ Sitht dSESi XSKS- Of SE OUST or 

Fora 239, EXHIBIT I. 

B. Procedures 

Saoh diTiiioB or coaponentU ™ a P°°*^* 

far preparing th. enTelopee and „ 

require! for all oorreapondenoe it forwards throngs 
, , ■ - 1 : Mil faoilitlaa. 

1 The return address to be used for omc^ 1 
prer! dasertlg ^all when thara no S *°^ 7 

CENTRAL TNT'-XLIGENCE AGEBCT 
WASHINGTON, D.C. 20505 

Penalty indioa enralopea will be used. The rat"™ 
address will be plaoed In the left oa "?* ra ^ 
notation, "official business,’ and needs no oth 

sender ldent>H i cation , 

' 2. Hell forwarded aa registered nail usi ^ JJ h * 
Agency as a return address 1. to b. eoccpeined by 
eco^ of Porn 239, -Request f« Poa^, with tha^ 

appropriate blocks completed. (See J®>“ - 

originating office ahould *»£-»' 

orlginetor-s trua^ onttafonu "o tap. o any 

iHti A ghoul d be used go r*gist«rGa m * 










